Section 5a
Query/Reports (continued)

SCPRS
July 12003

Printing
Any screen with the colors and borders can be printed as seen by using the Browser

gray Print button as shown below. The File Menu on the top bar of the Browser window
also contains a print selection.
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Printable Version

Many screens include a link to permit printing of data only and without the colors and
additional text that is part of the state's web page standard.

ontract Reports Menu »ear ch Resulls

First < Previous 1 12131415... Mext> last
===

Printable “ersion
1FG0070203212

Cortractor Mame : SIGNET TESTING LABS [MC
Dept. Contract Mo /P.0. No. : 3042210

Description : CB-Competitive Bid; MTO104 (T1008) - haterials Testing £ Inspection $ervices - State Office Building at Butterd]
Armount : FE3IT 83502

AFEROOFO3033 12
Cortractor Mame : QUALITY ASSURANCE ENGINEERING IMC DBA CONSOLIDATED ENGINEER]
Dept. Contract Mo /P.OL Mo, @ 3020578

Description : CB Competitive Bid #LTD102 (T1004) - Materials Testing & Inspection Services for I Comrectional Treat
Amourit : $401,906 48

Link to
Printable
1 17GO0FOZ03311 H-q'
Contractor Narme : CONWERSE CONSULTANTS V - m
Dept ortract Ho /P 0. No. : 20MB07E

Desc ion : MTEIS - Replace RET and Administration Buildings at Mornwalk hdetropolitan $tate Hospital, LA Courty
Armount : 112 54000

ITHONBO303310

Cortractor Mame : hactec Engineering and Consulting of Georgia,Inc.

Dept. Contract Mo /P 0. No. @ 30944428

Description : Professional Seils and Geotechnical Engineering Services Southem Califomia
Smount .00

17G0020203209
Cortractor Mame : Law Engineering and Enviormental Services
Dept. Contract Mo /P.0. No. : 3044425

Description : Professional Soils and Geotechnical Engineering Services Southem Califormia
Arocurt : F0.00

If you click on the blue link for Printable Version as show above, a new window opens
(shown below).
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To print the data in this new window, click on the gray Print browser button that is on
the top inside of the new window. (You can also use the print selection on the File
Menu on the inside window.)

Saving Data
Excel Spreadsheet Format

With the Excel Spreadsheet report format selected, click on the gray button Get Report
at the bottom of the screen.

The report returns to fill the screen and looks like that shown below.
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This data can be saved in an Excel worksheet format onto your local computer or
server. Notice that the top most area of the screen contains the Browser buttons and
menus. Although the spreadsheet has the Excel buttons available to you based on your
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usual Excel settings (see below the Browser menus), you need to use the Browser's
buttons to save the data.

Follow the screens below to save data in a new Excel file:

Get Report - data appears in Excel format as seen above.
Click on Browser's drop down menu called File.

Browser's
File menu
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Click on the Save As item in the File menu.

1. Be sure to identify the location where you want to file save to by using the
'Save in:' drop down box.

2. From the 'Save as type: drop down box, select the Excel version you want to
save the data with.

3. In the 'File name:' drop down box, type in a name for this new Excel file
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4. Click on the gray Save button in the Save As window. The data can be
sorted, deleted or formatted in any manner with your own Excel software.

Note: After the file is saved, and before you can use Excel to open this new
file, you must use the gray Back button on your browser while within the
SCPRS program to close the SCPRS view of the Excel data. If you attempt
to open this new file in Excel before it is closed in SCPRS, your computer will
see two files with the same name: the one in SCPRS and the one you are
trying to open in Excel. If you use the small 'X" in the top right corner to close
the SCPRS Excel Spreadsheet view, you will be closing your internet browser
and be logged out of SCPRS.

Text Report Format

The same basic steps as outlined above for excel spreadsheets can be used to save
data in a text file.

Click on the gray button Get Report. The report returns to fill the screen and looks like
those shown earlier in the Report Format section of this users manual.

When you click on the Save As item in the File menu, a new box will appear on the

screen as seen below. The title of this box seen in the top dark blue bar is "Save Web
Page".
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The remaining steps are the same as saving any file. Select the location to save the
file, type in a name for the file, select a format method (or in this case, a "Encoding"
format and click on the gray Save button.

Please contact your departments computer support for additional assistance if needed.
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